
Award-A-Dore User Guide

Adding a Fund Amount
Summary:
Steps to add or edit a fund amount. In Scholarship Manager On-
line Support, you can And more information on the wdding a 
Scholarship - wTarding ba( page /https:xxnevtgenTe(-scholarship.screenstep-
sli6e.comxmx47132xlx1)2111-adding-a-scholarship-aTarding-ta(P

Note: 
If the department grosses up the award amount to cover taxes for an international 
student, you may need to adjust the fund amount.

Nermissions Feeded:
bo perform these steps, you need the wdministrator role and 'ull wccess to GManage 
Scholarship 'und wmountG and GManage 'inancialsG in Vlo(al Nermissions /under 
Uander(ilt Yni6ersity departmentP. Rou also need 'ull wccess to GManage ScholarshipsG 
and GManage 9eportsG in each of your departments.
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# Add or Edit a Fund Amount 3k Steps

STEP 1

Click on Scholarships

Ma=e sure you are in the correct academic year.
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STEP 2

Click on Manage Scholarships

STEP 3

Optional: Utilize the Departments blter to decrease the numfer ow a4ards 
sho4n
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STEP y

Optional: Txpe part ow the name ow an a4ard into the blter te5t fo5 to locate
 a specibc a4ard

STEP N

Click on the A4ard 6ame to open the scholarship wor editing
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STEP G

On the .eneral Taf xou 4ill see fasic inwormation afout the scholarship 
including the custom belds7

Scholarship Dode E NeopleSoft Item bype
DOw-NO5b E NeopleSoft DOw and NO5b information from general ledger
NO5b bas= E NeopleSoft NO5b bas= from general ledger
DOw 5ntity E bhe entity associated Tith the item type
DOw 'inancial Ynit E bhe An unit associated Tith the item type
9eport Dode E 'inancial wid speciAc coding
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STEP 8

Click on the A4arding taf

STEP 9

Enter the total wund amount wor the a4ard7
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STEP v

Most a4ards ha0e feen entered 4ith a ma5 numfer ow recipients at vvvv7
 This can fe edited iw an a4ard onlx allo4s a certain numfer ow recipients7

STEP 1R

Click on Sa0e and Veturn To Scholarships
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# Veports to (ie4 Fund Amounts C Steps

STEP 11

Click on Veports
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STEP 12

Click on Manage Veports

STEP 13

Filter fx Tags to narro4 do4n the reports to those that ha0e the wund amount 
and falances7
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STEP 1y

Click on Scholarships

STEP 1N

Click on Scholarship A4arding Status )Department8
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STEP 1G

Click on Vun Veport

STEP 18

The report 4ill run and sho4 up on the screen7
If you are loo=ing for a particular item on the report, you can use the Search (ov on the 
upper, right part of the screen.
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STEP 19

Click on a column name to sort the report fx that column
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STEP 1v

Click on Veport Actions

Rou can sa6e the report as a fa6orite and you can evport to evcel.

Fote: bhe G5vport to 5vcelG option evports to a .cs6 Ale. If you need to to com(ine, 
re-format, or re-group data you may Tant to sa6e your .cs6 Ale to .vlsv /evcel Tor=(oo= 
AleP.
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